MINISTRY OF FOREIGN AFFAIRS
OVERVIEW OF THE FIJI EMBASSY
The Fiji Embassy in Jakarta serves to enhance the bilateral relations between Fiji
and Indonesia/Singapore. It seeks opportunities for developing trade and
economic cooperation, technical assistance and promoting and engaging in
cultural exchange programs.

ROLE DESCRIPTION:

PERSONAL ASSISTANT TO THE AMBASSADOR

CORPORATE INFORMATION
Position Level
Salary Range
Duty Station
Reporting responsibilities:
a) Reports to:
b) Liaises with:
c) Subordinate:

Personal Assistant to the Ambassador
Rp. 7,000,000 per month
Jakarta, Indonesia
Ambassador under the supervision of the
Second Secretary
All Diplomats
Nil

ROLE PURPOSE
The primary function of the position is to provide secretarial and administrative
support to the Ambassador and assist the Diplomats with the efficient and
effective operation and daily function of the Embassy. Within the key
deliverables of the Embassy, the Personal Assistant to the Ambassador plays a
crucial role in the daily affairs of the Ambassador and Diplomats. These include
proper coordination, adherence to deadlines, arranging meetings, appointments,
travel, hotel booking, secretarial work/typing, responding to email and
telephone calls and other requirements of the Ambassador in an effective and
efficient manner. Invitations for National days and other functions are to be
brought to the attention of the Ambassador and diplomats as soon as possible.
The incumbent will also be responsible for the registry and stores, he/she shall
allocate time to attend to these tasks and ensure all filing are dispatched or filed

in the appropriate filed at the end of each day. Furthermore, all correspondence
received are to be placed on the appropriate file and submitted to the relevant
Diplomat after the Ambassador has marked it as soon as possible for immediate
action.
KEY RESPONSIBILITIES
The position will achieve its purpose through the following key duties;
1. Provide efficient and professional secretarial support for the efficient and
effective operation and functioning of the Ambassador.
2. Ensure all communications, documentations, filing and stores are
managed in timely and appropriate manner.
3. Organize and provide secretarial support for meetings, appointments,
events and travel logistics for the Ambassador.
4. Timely recording of all inward and outward correspondence via email,
fax, and mails.
5. Perform any other official duties assigned by the Ambassador or
Diplomats.
KEY PERFORMANCE INDICATORS
Performance will be measured through the following indicators:
1. Effective and timely management, maintenance of, stores and logistic
requests and requirements.
2. Quality reports and secretariat services are provided, and outcomes are
actioned in a timely and effective manner
3. Actively contribute to the Embassy’s requirements, including planning,
budgeting and corporate activities.
PERSONAL SPECIFICATION
To be considered for this role, the applicant must possess a Diploma in Office
Administration/ Public Administration (or equivalent) from a recognized
institution with at least 3 years of relevant work experience in the similar role.
The following knowledge, experience, skills and abilities are required to
successfully undertake this role.

KNOWLEDGE AND EXPERIENCE
1. At least 3 years work experience in Corporate Services and secretarial
duties;
2. Proven experience in general office administration and support;
3. A good working knowledge in Microsoft Office Suite and in particular
Word, Excel, PowerPoint, and Outlook.
4. Service oriented approach and ability to maintain stakeholder
relationships.
SKILLS AND ABILITIES
1.
2.
3.
4.
5.
6.

Demonstrated ability to handle clients in a professional manner with a
friendly and confident personality;
Demonstrated ability to manage demanding workload and tight
deadlines; and
Demonstrated attention to details and organization and analytical
skills.
Good written and verbal communication skills including public
relations skills;
Ability to effectively work within a team with people from diverse
backgrounds and communicate with people at all levels;
Ability to maintain confidentiality and neutrality in a sensitive working
environment.

Personal Character and Eligibility
Incumbent must be of good character, with a background that demonstrates
his/her commitment to provide services. Applicants must be in good health and
have a clear police record. The selected applicant will be required to provide a
medical certificate and police clearance prior to assuming duty.
Note: Only candidates that meet the above selection criteria will be considered. Late and
incomplete applications will not be considered.
Interested applications are requested to furnish applications and relevant documents to
hwhippy@fijiembajak.com and isaac.grace@fijiembajak.com.
Closing date: 4.00pm, Friday the 15th of August, 2019.

